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What is SAR?

e  Selection, Appointment, and Renewal (SAR) system.

e Developed as a component of the Designee Information
Network (DIN) to automate the designee registration,
renewal, and change request approval processes.

e Allows designees to view their designation information
online and submit renewal requests, individual profile
change requests, and designation change requests
electronically.

Designee SAR Process

The Designee process to use SAR is fairly simple and straight
forward.

1. Notification - You received notification of the new
process and the URL for the Web site and this
guidance.

2. Registration — A one time registration is needed that
requires a validation number, your designee number
and your valid email address. After successful
registration an email is sent to you with your user
name and system supplied password.

3. Initial Login — When you login for the first time you
must change your password. This login will never
expire.

4. Data Management — You will now be able to
manage your personal data in SAR and request
renewals by logging on to the system via the internet.

Before you enter the SAR Web site there are a few items you
need to review and follow. You need to change the Pop-Up
Blocker settings in your Internet Explorer browser and add the
SAR Web site as a trusted site.

Note: Contact your local computer support before making

any change.

How to change the Pop-Up Blocker settings in your
Internet Explorer browser:

Launch Microsoft Internet Explorer .
Click on “Tools”.

Select “Pop-up Blocker™.

> w0 DR

Click “Pop-up Blocker Settings”.

a FAA - Designation Renewal System - Microsoft Internet Explorer

File Edt Wiew Favorites | Tools  Help

3 Mail and News v | i
| ) Back ~ - \ﬂ o e 7 v
0 o) L Pop-up Blocker Elock Pop-ups from This Site. ., H

Synchronize. .

Address |§L| https:/fav-apps fag  [anade Add-ons.., Turn OFF Pop-up Blocker

Pop-up Blocker Settings...

Send To Bluetooth n,srra r"oﬂ k

Sun Jawva Cansdle to America's Skies

Internet Options.., " Help  Contactls

Welcome to the FAA's Designation Renewal System

5. Enter www.faa.gov into the “Address of the Web site
to allow” field.
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Click “Add”.

Pop-up Blocker Settings " x|

~ Exceptions

Pop-ups are cunently blocked. You can allow pop-ups from specific
Web sites by adding the zite to the list below.

Address of Web site to allow:

|www.faa.gov{ add
Allowed sites:
Hemoye |
Hemoyedll |

 Matifications and Filker Lewel
¥ Play a sound when a pop-up iz blocked.
¥ Show Information Bar when a pop-up is blocked.

Filter Level:

|Medium: Block most automatic pop-upz j

Pop-up Blocker FAQ

Click “Close” (Note that www.faa.gov is added).

i~ Exceptions
Pop-ups are currently blocked. You can allow pop-ups from specific
“ieh sites by adding the site to the list below.
Address of web site to allow:
I fdd
Allowed sites:
iy faa.gov Bemove
Pemave Al
i~ Matifications and Filter Level
¥ Play a sound when a pap-up is blacked.
¥ Show [nformation Bar when a pop-up i blocked.
Filter Level
IMedlum Elock mast autamatic pop-ups LI
Pop-up Blocker FAQ Llose

How to change trusted sites settings:

1.
2.

Launch “Microsoft Internet Explorer “ < |

Click on “Tools”.

a FAA - Designation Renewal System - Microsoft Inte

Fil= Edit \iew Fawvaorites | Tools  Help
N Mail and Mews k
Back - | - |iL| <
e 7 L Pop-up Blocker »
Address I:EI https://av-apps.faa  Manage Add-ons...
7 ovnchronize. .

Send To Blustooth
Sun Java Console

Internet Cpkions. ..

Click “Internet Options”.
Click the “Security tab”.

| _
|Internet Options i 2=l

| General |Securitﬁprivacy| Eontentl Eonnectionsl F'roglamsl Advancedl

‘ Home page
% You can change which page to uge for your home page.

Address: Ihttp:.n’.n"ernployees.raa.gnw’

Click on “Sites box” enter https://www.faa.gov into the
“Add this Web site to the zone” field.

Click “Add”.
Click “OK™.

¥ou can add and remove Web sites from this zone. All Web sites
in this zone will use the zone's security settings,

Add this Web site to the zone:
fl add

Eemove |

Web sites;

[~ Require server verification (https: ) For all sites in this zone

Ok I Cancel
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How to setup your SAR account

1. Go to the FAA Web site at:

https://av-
apps.faa.qgov/sar/sar02.nsf/f login?openform

2. An FAA warning pop-up window will appear. Click
“OKII.

it e of thi ane

ind monioting by the FAA a1 any time. Any and
by unautharized uses shak subject such usen

anafies

designes

Far gwer twenty yo
e

| = |

Far ot your passast d Entee sosl below 10 recetve
N pas v

3. Click Register.

| Lagin | (1

Register

Forgot your password? Enter email below to receive
& nesvy passward.

Ernail Address:

4. Enter the required information in all fields:

DESIGNEE REGISTRATION FORM

* REQUIRED FIELDS

* “alidation Mumber. l:' =
* Designee Number: l:l {enter only the number: DAS-100079-CE) 23
* Emi [—

correct email address. Ensure you enter it in
correctly! Otherwise, your registration will not be
processed.

IMPORTANT: Be sure you enter your

5.

Click “Submit”.

8. PARTICIPATION IN FAA TRAINING/SEMINARS:

[wvsasonk | [_sabmie |}
S —
WARMING: All incomalets applications will be retumed and new apalicaions will have to be submitted

atisnal updates to the FAA. If you are a designas

This site is inteded a an aaline resaurce for Sesignees fo submit designation o
s 01 clacth comes naes

BEIVACY FOLICY AND PAPER REDUCTION STATEMENTS

B wiwwad i Micenssft Intemet Explorer

Check your email after 10 minutes. You should have
received an email registration confirmation. If you do
not receive the email within 20 minutes check your
Junk Mail folder.

Go to the FAA Web site at:

https://av-
apps.faa.gov/sar/sar02.nsf/f login?openform

Login using your email address as your user-id. Use
the temporary password you were supplied from the
email registration confirmation. You will be
prompted to change your password. Your SAR
account setup is now complete.
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Using SAR to renew

1. Go to the FAA Web site at:
https://av-apps.faa.gov/sar/sar02.nsf/f login?openform

2. Click “Login” Login using your email address as your
user-id and the password you previously created.

3. Click “Request Renewal.”

Bringing Satety to America's Skies

_Federal Aviation Administration
A=)

Aviation Information Website  Help  Contact Us

Desjgnation Renewal System

Change Password
DESIGNEE PROFILE

Prefix: First Narne: Jack
Iliddle Marme / Initial: Q Last Marne: Bentley
Suffix Email: sarl 2@faa. gov

Bequest Profile Change

ACIP <-- Click here to access your Automated Conformity Inspection Process Account

Expiration  Designation  Renewal

ighati Date Status Status Advisor Actions

TSETET TR e e

Reguest Designation Change
DERT-142003-CE 9182007 Active Renewahle Judy Brundage Request Reneal

Reguest Designation Change
DART-142003-GL 6102007 Active Renawable Judy Brundage Request Renewal

Request Designation Change
DERY-142003-CE 51 0i2007 Active Renewable Judy Brundage Reguest Renewal

Reguest Designation Changs
DMIR-142003-NE 5M0i2007 Active Renewahble Judy Brundage Raeguest Renewal

Reguest Designation Change

Date i Change Request Type Status

4. Complete the form as required. Verify that the
information is correct. If it is, check all 3 boxes that state
“Information Verified”.

Change Requests

RENEWAL REQUEST Edit Mode
Prefix First Marne: Jack

Middle Marme / Initial Q Last Name: Bentley

Suffix:

Designation Information

Designation DAR (MANUF) Designation Mumber. DARF-142003-MNE

Status: Active

Appointment Date: 034172004 Expiration Date: 08/10/2007

Street 1 88338 Windows Blvd Street 2 Error finding adadrs2 in ad
document

Street 3 Etror finding adadrs3 in ad

docurmert

City Catharpin State WA

Zip Code 87663 Country: United States of America

Mailing Am Oinformation Verified

Street 1 Street 2

Street 3

City: State:

Zip Code: Country

M [infarmation verified

Business Phone: (405)123-4567 Business Fax; (4059123-4567

Cellular Phone (5656 BE6E Pager. (405)123-4567

Email sarl A@faa.gov

Advisar Information

Advisor: Judy Brundage Phone Errar finding pephone in pe

document

5. Once you have completed the form, click “Submit
Renewal Request”. You have now requested to be
renewed.

Advisar Information

Advisor: Judy Brundage Phone Errorfinding pephone in pe
document
Managing Office: Mull Appointing Office MNull

Other Information

Comments: &

Attachment(s): Attach File

[Sovessonat | [ Daite | [ Submi Renenal famer: | o —

WARNING: All incomplete applications will be returned and new applications will have to be submitted.

This site Is intended as an online resourse for designess to submit designation renewal and informational updates to the FAA. If you are a designes
and a question arises or clarification becomes necessary. please contact your FAA advisor

ERIVACY POLICY AND PAPER REDUCTION STATEMENTS

Bestviewed in Microsoft Intamat Explarar

IMPORTANT:

When you work with a web browser you have a
certain amount of time to work before the session
ends. If you do not complete the work you may
lose everything and must start again. If you have a
lot to type, you may wish to enter the information

into a Word document and then copy and paste
from that document into the SAR text boxes.

Or you may “Save as Draft” if it takes more than
20 minutes to complete the form. If you save as
Draft, then you can “Edit Draft Renewal Request”
from the Designee Profile screen. You have seven
days to edit the request.

Status of the Renewal

The status of the Renewal is shown on the Profile Page.
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: okl J 1. Go to the FAA Web site at:
DeEIGHANGH REREWAI SVEEH https://av-apps.faa.gov/sar/sar02.nsf/f login?openform

S———— 2. Click “Login”. Login using your email address as your
user-id and the password you previously created.

Prefix First Name: Rickey

BN T bk L 3. Click “Request Profile Change”.
Sufiix: Ernail ricky lanendyz.com

Sl hinge

ACIP <~ Click here to sccess your Artomated Ganfamiity Inspaction Prosess Account

prain pasyptin [ una Federal Aviation Administration
Designations 8 Status Status Revsor Actions ) Bringing Saloty to America's Skies
DOEEAOSENGHE  27M2006 At mpgrese | wichaleL Gautner-Cox Hanuest Desionsson Changs [
DART-s0SE3E-GL  WI9Z00S  Ace “sea below) || Wishele CauthlerCox  Renuest Desinnsion Chanas I IorTANGANEBEME ) o] Contieule: W _ ~Fees &g & |
DERT-05686:CE  1W/IZIOOE  Autve n Progress | Mishals L Gauthier-Cos 5 n Gy Designation Renewal System
DMIB.SOSERGNE 1103006 Acte monswable | wicheleL GautiierCox  Regusst Beasws)
DERY-S05686.CE ME2006 ALTVE Renawsbla Wichele L Gauthier-Cox Eeiuast Reqessl
I slenzaan Chan

Change Password

Oaln Subumitosd Changs Ruquasst Ty Siotus

DESIGNEE PROFILE

Prefix: First Mame. Jack
Middle Name / Initial: Q Last Mame: Bentley

* Designations marked with an astensk in ihe "Renewal Status™ column have expired and caanal b renewed,
Designaes caanat perfarm their function once thair designation has expired. Please contact your managing Suffix Email sarl 2@ faa. gov

Request Profile Change e G——

ACIP <-- Click here to access your Automated Confarmity Inspection Process Account

Expiration  Designation  Renewal
Date

Renewal Status Meaning
atus Advisor Actions

Renewable Available for renewal DARF-142003-HE BI0Z007  Active Renewable  JudyBrundage  ReguestRenewsl

Request Designation Change

* (See beIOW) Contact your Managing Office DERT-142003-CE a1 8/2007 Active Renewahle Judy Brundage Request Renewal

Request Designation Change

DART-142003-GL 5i10/2007 Active Renewahle Judy Brundage Renuest Reneval

In Progress The Renewal Request has been SSle e  Elen b

DERY-142003-CE &M10/2007 Active Renewahle Judy Brundage Request Renewal

SmeIttEd tO the FAA_ Request Designation Change

DMIR-142003-NE 5i10/2007 Active Renewahle Judy Brundage Reguest Renewal
In-Review The FAA is currently reviewing your

Request Designation Change
request.

Date i Change Request Type Status

Approved Although this status may show on
your screen it is advisable to wait
until you receive your Certificate of
Authority to know that your request 4. Make the desired changes, and then click “Submit

has been Approved.. Profile Change Request.” You have now requested that
Denied I you see this status on your screen your individual profile be changed. Once accepted by the
you may wish to contact your advisor the information is updated within 24 hours.

Advisor if you have any questions.

_ Federal Aviation Administration

) Bringing Safety to America's Skies

Avigtion Information Website  Help  Contact Us

Designation Renewal System

Using SAR to Change your Designee
P rOfi I e Current Information Requested Chande

First Name: Jack TMew First Narme: 3
You can make changes to your Profile which will apply to all Wil oo o L

your designations. The information that can be changed Last Nams Benley MewlastName:  [enim o

includes: Prefix New Prafi -
il hew s R -

L] First Name E-Mail Address: sarl2@fas.gov E-Mail Address -
e Middle Name
"Please note thatyour change request will not take effect until approved.”
e Last Name
. Submit Profile Change Request -—
o  Prefix
° Sufflx This site is intended as an online resaurce for designess to submit designation renewal and inform atienal updates to the FAA. If you are a designes
and a question arises or clarification becomes necessary, please contact your FAR advizor.
e Email Address:
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Using SAR to Request a Designation
Change

You can make changes to each designation that you hold. For
example, if you hold a maintenance DAR authorization and a
manufacturing DAR authorization, you will have different
addresses. The information that can be changed includes:

Communication Information
e Business Phone
Cellular Phone
Business FAX
Pager
Notification Mode
Address Information
e Current Physical Address Information

o Streetl
Street 2
Street 3
Mail Stop
City
State
Zip Code
Country
e  Current Mailing Address Information
Street 1
Street 2
Street 3
Mail Stop
City
State
Zip Code
Country

OO0OO0OO0OO0OO0O

OO0OO0OO0OO0OO0OO0O

1. Go to the FAA Web site at:
https://av-apps.faa.qov/sar/sar02.nsf/f login?openform

2. Click “Login”. Login using your email address as your
user-id and the password you previously created.

3. Locate the Designation you wish to modify.
4. Click “Request Designation Change”.

_ Federal Aviation Administration

Bringing Satety to America's Skies
Aviation Information Website  Help  Contact Us

o Designation Renewal System

Change Password

DESIGNEE PROFILE

Prefic First Mame: Jack
Middle Narme / Initial: Q Last Mame: Bentley
Suffix Email: sar 2@ aa.gov

Request Profile Change
ACIP <-- Click here to access your Automated Canformity Inspection Process Account

Expiration  Designation  Renewal
Date Status Status Advisor Actions

DARF-142003-NE Bi0/2007 Active Renewahle Judy Brupdage Reguest Renewal

Request Designation Change
DERT-142003-CE 182007 Active Renewahle Judy Brundage Request Renewal

Request Designation Change
DART-142003-GL &110/2007 Active Renewahle Judy Brundage Renuest Renewal

Request Designalion Change
DERY-142003-CE Fitoz007 Active Renewahle Judy Brundage Request Renewal

Request Designation Changs
DMIR-142003-NE A10/2007 Active Renewahle Judy Brundage Renuest Renewal

Request Designation Change

Date i Change Request Type Status

5. Make the desired changes, and then click “Submit
Designation Change Request”. You have now requested
that this particular designation be changed. Once accepted
by the advisor the information is updated within 24 hours.

Mail Stop: Error finding admstop in ad New Mail Stop; Error finding admston in a§ =
docurnent

City Oklahoma City Hew City S

State 0K New State: [ok &=

Zip Code: 731581104 New Zip Code: =

Country: United States of Ametica New Country: ‘m\ =

“Please note that your change requestwill not take effect until spproved.”

[ o |~ —

Things to Consider While Using SAR

e Remember to be sure you enter your correct email
address during your initial SAR registration.

e Remember to check your “Junk Mail” folder if you
haven’t received a registration confirmation message
from the SAR system.

e  Remember to complete the form within twenty
minutes or click “Save as Draft”.

Help

If you need assistance using SAR, contact your FAA Advisor
or established contact. If necessary, the FAA Advisor will
contact local computer support to resolve the issue.
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